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Creating An Account: 
 
To create a corporate account, click the “Sign up” button in the Corporate Account 
section of the Petro Classroom online training website. 
 

 
 
You’ll then be prompted to enter your company information. 
 

 
 
After creating your account, you’ll be brought to the corporate account management 
page. 

Petro Classroom                                                                      www.petroclassroom.com                 2 
 



Accessing Your Account: 
 
If you have previously created a corporate account, to access your account, click the 
“Login” button in the Corporate Account section of the Petro Classroom online training 
website. 
 

 
 
You’ll then be prompted to enter the username and password for your account. 
 
If you’ve forgotten your password, click the “Did You Forget Your Password?” link on 
the login screen, and your username and password will be sent to the email address on 
your account. 
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Overview of Training Management: 
 
Corporate Account Management Website: 
 
After logging into your account, you’ll see the corporate account management website.  
An example of this is shown below.  From this website, you can purchase courses, 
assign courses to your employees, manage your employee user accounts, and 
generate reports of your employee training progress. 
 

  
 
 
Paying for Training: 
 
There are two options for paying for your training: 
 
1. Payment by Credit Card 
2. Payment by Check 
 
If you want to pay by credit card, you may purchase training online via your corporate 
account website.  This process is explained in more detail in the sections that follow. 
 
If you want to pay by check, please call Petro Classroom at 844-303-6752, and we’ll be 
happy to assist you with the payment process. 
 
When using the corporate account functionality of Petro Classroom, the corporate 
entity, not the employee, pays for the training.  If a company wants the employees 
themselves to pay for the training, the employee will need to setup their own individual 
account.  However, in doing so, the employee account and training information will not 
be tracked under the corporate account. 
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Receipts from prior purchases are available by clicking the View Receipts link on the 
corporate account management website. 
 
 
User Account Setup and Distribution of Courses: 
 
After you have purchased training courses, there are two options for setting up accounts 
for your employees and distributing the courses to them: 
 
1. User accounts are setup by the corporate administrator and course credits are 

assigned to the user accounts. 
2. Enrollment keys are created by the corporate administrator and provided to 

employees who setup their own accounts. 
 
Each option has its advantages:  Option 1 requires more work on the part of the 
corporate administrator to setup user accounts, but provides greater centralized control.  
Option 2 requires less work for the corporate administrator, but also relies on the 
employees to setup their accounts accurately. 
 
These options are explained in more detail in the sections that follow. 
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Purchasing Courses: 
 
If you want to pay by check, please call Petro Classroom at 844-303-6752, and we’ll be 
happy to assist you with the payment process. 
 
Otherwise, to purchase courses using a credit card, log in to your corporate account 
and follow the steps below. 
 
1. Click the View / Purchase Courses button. 
 

 
 
 
2. Click the Purchase Credits button near the top of the page.  In addition, you can also 

click the Purchase link to the right of one of the courses. 
 

 
 

 
 
 
3. Find the course(s) for which credits are to be purchased.  Enter the number of 

credits to be purchased, and click the Purchase link. 
 
One credit entitles one user to take one instance of the class.  So, for example, if 
you had 10 employees that needed to take the Class C Operator Training class, you 
would need to purchase 10 credits. 
 

 
 

 
4. After entering the number of credits to purchase, click the Proceed to Check-Out 

button on the shopping cart to begin the checkout and payment process. 
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5. Enter the credit card information for the payment and click the Purchase With Credit 

Card button to complete the purchase of the training credits.  A receipt page will be 
displayed to allow you to print a receipt for your records. 
 

 
 
 
After the purchase of course credits has been completed, the credits can be assigned to 
specific user accounts or given out as enrollment keys, as shown in the following 
sections. 
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Checking Course Credit Balances: 
 
Using the tools provided by the corporate account management website, you can easily 
view the balance of your course credits.  This will show counts of total credits 
purchased, credits previously assigned to users, and credits available for assignment to 
users. 
 
1. Click the link of the Credits count in the Your Account box. 
 

 
 
2. For each of your training course programs purchased, the following information will 

be displayed. 
 

 
 

Enroll Keys 
The number of enrollment keys previously defined, and a link to manage the 
enrollment keys. 
 
Credits 
The count of credits purchased. 
 
Used 
The count of credits assigned to users.  Clicking this link will display a list of users to 
whom the credits were assigned. 
 
Available 
The count of purchased, but unassigned, credits available to be assigned to users. 
 
 
The Purchase link allows purchase of additional credits. 
 
The Distribute link allows available credits to be assigned to users. 
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Setting Up User Accounts and Assigning Courses: 
 
This is one of two options for making courses available to your employees. 
 
This option involves having the corporate administrator create user accounts for your 
employees and then assigning course credits to the user accounts. 
 
The corporate administrator would then provide the user names and passwords for the 
accounts to their staff, who would then login and take their assigned course. 
 
(The other option is to create enrollment keys and then providing the enrollment keys to 
the employees to setup their own accounts.  This second option is detailed in the next 
section of this document.) 
 
The first step in this process is to create the user accounts. 
 
1. Click the Manage Users button. 
 

 
 
 
2. Click the Add User link to add user accounts one user at a time. 
 

Click the Bulk Add Users link to add multiple user accounts at once. 
 

 
 
 

Enter the requested data to add the user account(s). 
 
If the Send Welcome Email checkbox is checked, and an email address was entered 
for the user account, an email will be sent to the user’s email address showing the 
username and password, along with a link for the user to use to access their 
account. 
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Otherwise, if no welcome email is sent, the corporate administrator should provide 
the following information to the user(s): 
 
Website URL: http://training.petroclassroom.com  
 

Click the Personal Account Login button. 
 
Username: (as defined above) 
 
Password: (as defined above) 
  

 
This completes the process of adding the user accounts.  Next, credits must be 
assigned to the accounts. 
 
3. Click the Distribute Courses button. 
 

 
 
 
4. Specify whether the users to whom courses should be assigned already have 

accounts. 
 

(Note:  Since user accounts were setup in step 2, choose the “My user(s) already 
have account(s)” option.  The “I need to CREATE my user(s)” option performs the 
same action as step 2.) 

 
Click the Next button to proceed. 
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5. Specify the users to whom courses should be assigned.  Click the checkbox next to 
the desired users.  Click the Next button to proceed. 
 

 
 

 
6. Click the checkbox next to the course in the “Program Credits Available” section to 

assign to the users.  Click the Next button to proceed. 
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7. Review the courses and accounts for the assignment.  Click the Finish button to 
finish the assignment process. 

 

 
 
 

After having been assigned a course, when a user logs in, they will see that course 
available under their account, as shown in the example below. 
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Providing Enrollment Keys to Staff: 
 
This is the second of two options for making courses available to your employees. 
 
Enrollment keys are codes setup by corporate account administrators that are specific 
to a given course for that corporate account.  A given enrollment key value can be 
distributed to any number of employees.  
 
This option involves creating an enrollment key and providing that enrollment key to 
employees, who can then setup their own accounts and take the training course by 
entering the enrollment key at the time they sign up for an account.  The use of the 
enrollment key will automatically associate the user account with your corporate 
account and will automatically assign the specified training course to that user account. 
 
(The other option for making courses available to users is to create user accounts for 
the employees and assign course credits to the accounts.  The account login 
information would then be provided to the employees to login and take the course.  This 
other option is detailed in the previous section of this document.) 
 
1. Click the link of the Credits count in the Your Account box. 
 

 
 
2. The training courses for which credits have been purchased will be displayed. 
 

 
 

In order for enrollment keys to be used by employees, there must be credits 
available for the course.  The number of credits available for a course is listed under 
the Available column. 
 
The number of previously defined enrollment keys will be displayed in parentheses 
in the Enroll Keys column. 
 
Click the Manage link in the Enroll Keys column to manage the enrollment keys for 
your corporate account.   
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3. On the Manage Enrollment Keys page, previously defined enrollment keys will be 

displayed on the left side of the page.  On the right side of the page, new enrollment 
keys can be entered. 

 

 
 
For previously defined enrollment keys, the following can be done: 
 

• Copy the enrollment key value so that it can be pasted into an email to 
employees. 

• Disable an active enrollment key.  This will prevent new accounts from being 
setup using that enrollment key. 

• Re-enable a previously disabled enrollment key. 
 

Note that active enrollment keys are displayed in green, and disabled enrollment 
keys are displayed in red. 

 
To create a new enrollment key, enter the enrollment key name and click the Add 
button.  The value to use for enrollment key names is up to the administrative user. 

 
 
4. After an enrollment key as been defined, it can be provided to employees for use in 

creating their accounts.  When an account is created with an enrollment key, the 
account will automatically be associated with the corporate account in which the 
enrollment key was created, and the user will be assigned the course associated 
with the enrollment key. 
 
When an employee registers for an account with Petro Classroom, the first field on 
the signup form will be an Enrollment Key field.  The enrollment key provided to the 
employee should be entered in this field. 
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5. Provide the following information to the users for use in creating their accounts. 

 
Website URL: http://training.petroclassroom.com  
 

Click the Personal Account Sign up button. 
 
Enrollment Key: (as defined above) 
 

Enter the enrollment key in the Enrollment Key field on the account 
registration form.   

 
The account registration form also allows optional entry of state Owner ID# and Site 
ID# fields.  These values will be available in some of the corporate account reports.  
Since these values may not be known by staff, if they would be useful from a 
corporate account reporting standpoint, they could also be provided to staff. 
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Managing Users: 
 
The Manage Users portion of the website allows corporate administrators to add, edit, 
and delete user accounts for their employees. 
 
It also provides the ability to check on the status of the training assigned to employees. 
 
1. Click the Manage Users button. 
 

 
 
 
2. A list of all users in the corporate account will be displayed.  Use the search box to 

narrow the search of employees. 
 

 
 
 
3. Click the Name of the user to manage.  This will display the user account detail page 

for that user. 
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From this page, the following is available: 
 
Edit Button: 
Edit the user account information. 
 
Distribute Courses Button: 
Assign courses to the user account. 
 
Send Welcome Email Button: 
Send the standard welcome email to the user.  This email will include the user’s user 
name and password, along with the URL for the training website. 
 
Documents Available/Issued Section: 
If the user has completed a training course for which a certificate of completion or other 
course-related documents are available, a list of the documents will be shown.  The 
Issued link allows viewing and printing of the document. 
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Programs Section: 
Courses assigned to this user account will be shown.  The Started date shows the date 
the user was assigned the course.  The Completed date shows the date the user 
completed the course. 
 
 
Deleting Users: 
 
If necessary, user account and training history can be deleted from your corporate 
account. 
 
This would be useful, for example, in situations where a large number of staff who 
previously took a training course have left your company, but are still being shown in 
user lists on the website, which could make it difficult to find current employees within 
the lists. 
 
To delete users, select a user as described above, and click the Edit button. 
 
Then click the DELETE button at the bottom of the page and confirm the deletion. 
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Reporting on User Training: 
 
The View Reports portion of the website allows corporate administrators to generate 
reports of users and the user’s training progress. 
 
1. Click the View Reports button. 
 

 
 
2. Click the desired report from the list of available reports.   

 
For most reports, a brief description of the report will be shown on the right side of 
the report parameter page. 

 

 
 

Note that the training offered through Petro Classroom does not make use of 
Exams.  Therefore, the following reports will return no results: 
 
Exams Taken, Exams Granted, Recent Exams (Live), and Approve Requests 
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One of the most popular reports is the User Progress report.  This report allows 
corporate administrators to easily view the training status of specified staff.   
 
After selecting the parameters for the report, click the Run Report button.  The list of 
specified users and their progress through their courses will be displayed.   
 
The report data can also be exported to an Excel spreadsheet by clicking on the Export 
to Excel button.  Given the length and number of fields potentially displayed by the 
report, it is often more convenient to export the report results to Excel than to display 
the results on screen. 
 
 

 
 
 
The “Search” and “Date Range” parameters allow reporting based on when users where 
setup or when they completed their training. 
 
The “List Users” parameters allow reporting based upon user data fields, such as name 
or facility information. 
 
The “Show Program” checkboxes allow the optional display of program details and 
completion dates. 
 
The “View / Edit Exam / Programs” allows reporting on specific courses. 
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